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Authorization Change Request – Note to Authorizer - Discharging a Client 

 
Prior to completing the Discharge in WITS, 

complete a Note to Authorizer following these 

instructions. 

 

 

1. Getting here: Login, select the Facility, select 

Client List on the Navigation Pane (left menu) 

to generate the Client Search Screen, find 

client, select Client Profile. 

 

 

2. Select Authorization on the Navigation Pane. 

 

 

3. Click Profile to review the active Authorization. 
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4. Click Requests. 

 

 

5. Click Add New. 
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6. Select the type of Note to Authorizer. 

 

 

7. Enter Comments: document the reason for 

discharge and the discharge date.  

 

NOTE: When discharging from Detox, Halfway 

Housing, Residential or Transitional Housing 

services (Level III), please include a detailed 

reason for the discharge. 

 

 

8. Click Save and Finish. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


